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SUBJECT: Conference Maﬁagement Guidance

On April 13, 2005, I issued guidance regarding how the Office of Science should handle
Scientific and Technical conferences which are sponsored or co-sponsored by our
laboratories. It is important that we continue to abide by this formal process and have
common practices for the approval of conferences sponsored by SC laboratories.

Enclosed is the updated process that all Site Offices should use to obtain approval for
conferences, including major international conferences. Also enclosed is a flowchart of
the process for your use as well as a copy of the Office of Science Conference
Questionnaire. ’ '

For all requests that are submitted please allow at least 90 days for the SC-1 approval
process to occur. All requests should be submitted electronically to Mitch Johns
(mitchell johns@science.doe.gov). : '

I also encourage you to review the requirements and responsibilities outlined in the DOE
Order on Conference Management (DOE O 110.3) and associated Contractor
Requirements Document to ensure that your contractors are in compliance, particularly in
how they determine the exclusions.

If you have any questions, please contact Mitch Johns at (202)586-5430.

cc: Todd Harding
Jeff Salmon
Don Erbschloe
Mitch Johns

Attachments: _ _
1) Conference Management Approval Process
2) Conference Management Approval Process Flowchart
3) Office of Science Conference Questionnaire
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DISTRIBUTION LIST:

Roxanne Purucker, SC-AMSO
‘Bob Wunderlich, SC-ASO

 Aundra Richards, SC-BSO
Mike Holland, SC-BHSO
Joanna Llvengood, SC-FSO
Paul Kruger, SC-PNSO
Jerry Faul, SC-PSO

- Nancy Sanchez, SC-SSO

James Turi, SC-TJSO
Marvin Gunn, SC-CH
Gerald Boyd, SC-ORO

Ralph DeLorenzo, SC-1.2
Daniel Lehman, SC-1.3
Michael Strayer, SC-21
Pat Dehmer, SC-22
Ari Patrinos, SC-23

- Anne Davies, SC-24
Robin Staffin, SC-25
Dennis Kovar, SC-26
Peter Faletra, SC-27
Leah Dever, SC-31
John Alleva, SC-32
Kimberly Rasar, SC-33

Rev.1.0/Conf_proc1.pdf .2 o ' (8/2006)





